DEPARTMENT OF THE NAVY
BUREAU OF NAVAL PERSONNEL
WASHI NGTON, D. C. 20370-5000

I'N REPLY REFER TO

BUPERSI NST 1700. 23
Per s- 651
24 JUN 1992

BUPERS | NSTRUCTI ON 1700. 23

From Chi ef of Naval Personnel

Subj : NAVY | NFORMVATI ON, TI CKETS, AND TOURS (I TT) AND CONTRACTED
LEI SURE TRAVEL PROGRAMS

Ref : (a)| BUPERSI NST 1710. 11B,| Navy Recreation Qperati onal

Pol i ci es

(b) NAVCOWPTNOTE 7000 of 8 Dec 89 (NOTAL)

(c) Recreation and Mess Central Accounting System
(RAMCAS) User Handbook

(d) DODI NST 4500. 42, DOD Passenger Transportation
Reservation and Ticketing Services

(e) NAVM LPERSCOM NST 4650. 2A, Navy Passenger
Transportati on Manua

Encl : (1) Definitions
(2) I'TT Program Operation
(3) Tour Program
(4) Entertainment Ticket Program
(5) Contracted Leisure Travel Program

1. Purpose. To provide revised policy and guidance for the operation
and managenent of an Information, Tickets, and Tours (ITT) program and
the solicitation and nonitoring of leisure travel contracts in order
to ensure and pronote quality recreation prograns per reference (a).
This instruction is a conplete revision and should be reviewed in its
entirety.

2. Cancellation. NAVM LPERSCOM NST 1700. 6.

3. Policy and Scope. The policy of the Navy is to provi de naval
personnel and their famly nmenbers with prograns which effectively
contribute to their quality of Iife. The Navy recognizes the

i mportant function of the ITT program including contracted |eisure
travel services, in enhancing norale and enriching the leisure tinme of
patrons within the Navy community. The policy and gui dance set forth
in this instruction shall be applicable to all Mrale, Wlfare, and
Recreati on (MAR) managed ticket, tour, and |leisure travel prograns
operated on Navy installations. Ternms used in this instruction are
contained within enclosure (1).
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a. Enclosure (2) provides guidance for the operation of the ITT
program as an el ement of the Navy MAR Program

5. Action. Commanding officers shall ensure conmpliance with the
requirements set forth in this instruction.

Deputy Chief of Naval Personnel
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DEFI NI T1 ONS

1. Base Travel O fices

a. Leisure Commercial Travel Ofice (CTQ. A conpetitively
contracted commerci al travel agency providing a full range of |eisure
travel services.

b. Oficial Cormercial Travel Ofice (CTQ. A contracted
commerci al travel agency providing official travel reservation and
ticketing services at Navy installations.

2. Navy Passenger Transportation Authority

a. Chief of Naval Personnel (CHNAVPERS). Responsible for
adm ni stering the Navy official passenger transportation and |eisure
travel prograns worl dw de

b. Personnel Support Activity Detachnent (PERSUPPDET). Provides
pay, personnel, and official passenger transportation services to al
Navy sponsored passengers. PERSUPPDETs may be conpl enented by an
official CTO

c. Navy Passenger Transportation Ofice (NAVPTO). Provides
traffic managenment expertise, professional transportation advice,
assi stance, and official transportation service to Navy conmands and
activities in the Personnel Support Activity (PERSUPPACT) area of
responsibility. NAVPTOs are conplenented by an official CTO

d. Mlitary Traffic Managenent Command (MIMC). The executive
agent for surface transportation in the Continental United States.
Agency responsi ble for establishing safety standards, and terns and
agreenents for transportati on of Departnent of Defense passengers,

i ncl udi ng bus transportati on.

3. Point-to-Point Travel. Reservation and ticketing service that
does not include group travel or tour arrangenents. Purpose is to
provi de individual personal transportation froman origin point to a
destinati on point.

4. Famliarization (FAM Tour. A conplinentary or reduced rate
travel programfor travel arrangers that is designed to acquaint them
with a specific destination to stimnulate sales.

5. Conpensation Ratio. A travel industry standard used as an
incentive for group travel prograns by offering a free package or seat
to a trip | eader/organizer for filling a tour. Generally one free
package for every twenty seats sold (1:20).

Encl osure (1)
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| TT PROGRAM OPERATI ON

1. Program Objectives. Information, Tickets and Tours (ITT) prograns
shoul d:

a. Pronote and provide a wide variety of recreationa
opportunities for eligible patrons which encourage the cultural and
social well being of an individual.

b. Provide a bal anced program whi ch addresses the | ei sure needs
of all eligible patrons within the mlitary conmunity, e.g., single
sailors, famlies, officers, retirees, and civilians.

c. Support Navy readi ness and retention by pronoting
recreational activities that enhance the quality of life by providing
constructive leisure time opportunities and esprit de corps.

2. Eigibility. Active duty mlitary, famly nmenbers, retirees, and
ot her authorized patrons, as provided for in reference (a), are
aut hori zed to use I TT prograns.

3. Funding. |ITT programis a Category B activity and is authorized
use of appropriated funds (APF) per reference (b).

a. Fees and Charges. The commandi ng officer shall approve fees
and charges for ITT services.

b. Program El enents. The follow ng functions can be used
individually or in conmbination to provide an I TT program

(1) Information sources including, but not limted to:
brochures, flyers, maps, information booklets, and associ ated
materials providing information on recreation, cultural events,
entertai nnent, sporting events, and anusenents both on and off base.

(2) Tickets for entertai nment such as shows, dinner
theaters, concerts, plays, athletic events, novie tickets, and speci al
events. Tickets are secured by one of the follow ng five nethods:
consi gnnent, pre-paid, contracted, networks, or pronotion. Locally
determ ned administrative fees may be added to the ticket price to
of fset costs.

(3) Tours providing ground transportation to sporting
events, musical performances, cultural, and historical points of
interest. Included are specialty tours for elenments of the Navy
comunity, e.g., mlitary units, officers, single sailors, youth
groups, or retirees.

Encl osure (2)
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TOUR PROGRAM

1. Progranm ng Objectives. The objective of an ITT Tour Programis
to provide access to cultural, recreational, social, and educati ona
opportunities.

2. Transportation Resources. The follow ng transportation resources
are aut horized for use by MR

a. Base transportation
b. MAR owned and operated transportation.
c. Contracted commercial services.

3. Per sonnel Policies

a. Gatuities - Tour directors/guides/escorts enployed by MAR
Departnents may accept free or partially free transportation
accomodat i ons, and neals provided that:

(1) Intention to develop a formal contract or agreenent is
acknowl edged by both parties;

(2) Individual is placed on tenporary additional duty
(TAD) if accepting free or subsidized travel; and,

(3) Travel vouchers are submitted with proposed tour
agreenent reflecting appropriate deductions for services received.

b. Famliarization Trip - ITT personnel are encouraged to
participate in famliarization (FAM trips prior to signing formalized
agreenents and marketing these tours or destinations to the mlitary
community. The following conditions are required to authorize a "FAM
Trip":

(1) Ofer may not be solicited;

(2) Individual nust be an MAR enpl oyee whose job invol ves
pl anni ng tours;

(3) Individual nust be in a TAD st at us;

(4) Area or place visited nust be a reasonable tour
desti nati on.

Encl osure (3)
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ENTERTAI NVENT Tl CKET PROGRAM

1. Ticket Progranms. Entertainnent ticket prograns include:

a. Consignnment Tickets - Tickets given to a consignee to sel
wi th ownership held by the consignor until the sale is made. The ITT
office may charge a nom nal fee to the customer to provide the service
or withhold a percentage of sales before paying the consignor as in an
automated ticket contract.

b. Pre-Paid Tickets - Tickets purchased in advance for resale
wi th ownership transferred fromthe vendor to the ITT office when the
tickets are received fromthe vendor.

c. Contracted - Automated ticket service operated by MAR
personnel under contract with a corporation which provides nmultiple
ticket |ines.

d. Network - Regional mlitary networks consolidating purchasing
power by conbi ni ng sal es vol une.

e. Pronmotions - MAR activities may accept tickets fromsuppliers
as premuns for pronotion to authorized patrons. Authorized prem uns
are those whose mnimal intrinsic value is less than $ 5 retail, e.g.
day-of -show tickets. |TT managers nust document receipt of prem uns
and receive approval fromthe MAR director prior to acceptance.

2. Standard Operating Procedures. Standard operating procedures mnust
be devel oped locally to guide daily operations and procedures.

3. Ticket Cash Controls. Attachments A through C are provided as
sanple formats for control sheets.

a. Ticket Inventory Sheet (attachment A)
b. Ticket Sal es Sheet (attachnent B)
c. Ticket Transfer Sheet (attachment C)

4. Designated Responsibilities. The MAR director is responsible for
ensuring that personnel have been del egated specific responsibilities
and that separation of duties exist where required. Critica
responsibilities include: procurenent/receiving authority, safe
access, cash deposits, cash register keys, inpartial observers,

i nventory, daily accounting, and nonthly reconciliation.

Encl osure (4)
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g. Returned Tickets - Tickets returned to the vendor nust be
forwarded with an inventory sheet and receipt. The ticket clerk and a
disinterested party nust verify the formby signature and forward a
copy to the accounting departnment.

h. Physical Inventory - At the close of the accounting nonth, a
compl ete physical ticket inventory with an inpartial observer is
requi red, categorizing each type of ticket by quantity and vendor.
This report is forwarded to the accounting departnent to determ ne the
nmont hly expense for each ticket type.

i. Mnthly Ticket Expense - Accounting departnent uses the
followng fornula to calculate nmonthly ticket expense:

For each vendor

Dol | ar anmpbunt of begi nning nonthly ticket inventory
+ Dol lar amount of tickets purchased or received
on consi gnnment during the nonth (from PO and/ or
i nvoi ce)
- Dol lar amount of consignnent tickets returned to
Suppl i er
- Dol lar amount of end of nonth inventory

= Monthly Ticket Expense

j. Reconciliation - Once the Monthly Ticket Expense has been
determ ned for each type of ticket, the following entries are
required:

(1) Record the expense for prepaid tickets by debiting
account 55-787-XX and crediting account 00-163-00.

(2) Record the expense for consignnent tickets, by
debi ting account 55-787-XX on a Remittance Statenment Wth Check (RSWC)
if you are maki ng paynent, or on an Accrual Journal Voucher (AJV) with
an offsetting credit to account 00-201-00 if you will pay in the next
nont h.

(3) Replace the XX departnent coding given in the above
entries with the proper departnment nunber (20, 21, 22, or 23). Refer
to the RAMCAS departnent descriptions for additional information

(4) Any difference between the physical and perpetua
i nventory nust be investigated and resolved within 5 working days.

k. Reports - The accounting departnment and the ITT office nust
mai ntain sales and inventory data for nmanagenent information

2
Encl osure (4)
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TI CKET | NVENTORY SHEET

ATTRACTI ON: LOCATI ON:

TI CKET DESCRI PTI ON: CONSI GNIVENT: |:| PREPAI D |:|

DATE | TI CKETS | TOTAL TI CKETS TI CKET NCs ON HAND TOTAL TI CKETS COST RETAI L
RECEI VED | SOLD/ TRANS QUT BEGQ NNI NG ENDI NG ON HAND VALUE | VALUE

Attachment A of

1 Encl osure (4)
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TI CKET SALES SHEET
ATTRACTI ON: LOCATI ON:
TI CKET DESCRI PTI ON: CONSI GNIVENT: PREPAI D
DATE TI CKET NUMBERS TOTAL TI CKETS COST RETAI L SENDER/ RECEI VER
BEG NNI NG ENDI NG SOLD VALUE VALUE SI GNATURE

Att achment B of

Encl osure (4)




ATTRACTI ON:

CASH CONTROL PROCEDURES

Tl CKET TRANSFER SHEET

TI CKET DESCRI PTI ON:
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TRANSFERS: [ | IN [ ] aur

CONSI GNIVENT: |:|

LOCATI ON: PREPAI D: I:I
(Recommended)
DATE TI CKET NUMBERS TOTAL TI CKETS COST RETAI L SENDER/ RECEI VER
BEG NNI NG ENDI NG TRANSFERABLE VALUE VALUE SI GNATURE

Att achment C of

Encl osure (4)
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CONTRACTED LEI SURE TRAVEL PROGRAM

1. Program Objectives. To provide the mlitary comunity with
professional |leisure travel services in conjunction with services
offered by ITT prograns. The Contracted Lei sure Travel Program goes
beyond the capabilities and intent of nost ITT offices, and requires a
cooperative relationship with a contracted travel provider.

2. Program El enents. The services of a contracted travel agency may
i ncl ude:

a. Reservation and tickets for air, ship, rail, and bus.
b. Ar and ground tour packages (group and i ndividual).
c. Reservations for hotels, notels, and rental cars.

d. Assistance with tourist passport/visas.

e. Travel insurance.

3. Program Requirenents

a. Needs Assessnent. Prior to solicitation of a |leisure trave
contract, a needs assessnent or Smart Conpass Leisure Needs Survey
anal ysis nust be performed to determ ne potential sales volune and
| ocal demand | evels. This assessnent should include all market
segnents, e.g., active duty, famly nenbers, retirees, etc.

b. Contract Solicitation. Commanding officers shall establish a
| ocal contract managenent teamto devel op a Request For Proposal (RFP)
to solicit bids for professional |eisure travel services and establish
target dates to inplenment each phase of the contract.

Responsibilities of team nenbers shall be designated in witing. Team
menber conposition and responsibilities are:

(1) Legal officer who should advise on any |egal aspects
of the RFP

(2) Transportation officer who should assure there is no
conflict between official travel functions and the |leisure travel RFP
requi renents.

(3) Contracting officer who should oversee the RFP and
make the final decision on awardi ng the contract.

Encl osure (5)
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h. Authorized Carriers. Leisure group travel nust be
accompl i shed through the use of air and |l and carriers authorized by
the Mlitary Airlift Command or the Mlitary Traffic Managenent
Command. This policy does not preclude the use of comercial travel
providers by MAR activities carriers in overseas areas. MR
activities nust coordinate with the |ocal Passenger Transportation
Oficer (NAVPTO to verify certification of potential carriers prior
to contracting. Excluded fromthis policy is travel on foreign flag
carriers when arranged per reference (d) or individually arranged
| ei sure travel

i. Exclusivity. The exclusivity for the individual point-to-
poi nt travel market cannot be guaranteed since there may be anot her
Commercial Travel Ofice (CTO on base assisting in the arrangenent of
official travel. Leisure travel arrangenents made in conjunction with
official travel are authorized at the request and conveni ence of the
service menber. A concession fee to MARis required fromtrave
providers arranging |leisure travel services whether official or
| ei sure CTGCs.

J. Duplication of Services. Contracted |eisure travel services
will not be duplicated by ITT offices unless by nmutual agreement. It
will be at the discretion of the I ocal conmmand to determ ne which
services will be provided by the ITT office and which by the
contracted | eisure travel provider

k. Concession Fees/Rebates. Paynents made to the MAR fund by
the travel provider nust be a percentage of net sales.

I. Location. The physical office space of the MAR | ei sure
travel service nust be separate fromthe "official travel office" per
reference (d). The leisure travel office nust be |located in an area
with consideration to visibility, parking (handi cap access), traffic
flow, and adjacent services. The office interior should be conparable
to civilian travel agency facility standards.

Encl osure (5)
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